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       This Job Aid shows how to: 
 

 Search for Active Statewide Contract PRF44DesignatedOSC ePay Electronic Payments 

 
 
 
 

 
 
 
Step 1 

Visit Comm-PASS 
homepage: 
www.comm-
pass.com/. 
 
 
 
Step 2 

Select the “Contracts” 
tab. 

 

 

 

 
 
 
 
 
Step 3 

Select the “Search for 
a Contract” Link 
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Step 4 

Enter “PRF44”in 
Document Number 
Field 
 
 
Step 5 

Click on “Search” 
button 

  
 
Step 6 

The message “There 
are 1 Contract(s) 
found that match your 
search criteria” will 
appear 
 
Click on message link 
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Step 7 

To view an active 
contract record you 
must select the 
Eyeglass icon in the 
“View Contract” 
column for the 
desired contract. 

 

  
 
The Summary Tab is 

the first part of the 
PRF44 Statewide 
Contract record.   
 
This screen provides 
information on 
Document status, 
start & end date, 
description, etc.  

 

Please note: Be sure to pay attention to Last Changed date, this will help you to recognize any 
potential changes on the language of the OSD Update and timeline for the expiration for this Active 
Statewide Contract. 
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The Rules Tab is 

where you will find 
the rules and 
regulations related to 
this contract.  
 
Calendar Rule Type 
Provides information 
regarding responding 
prior to the close date 
being allowed (open 
enrollment). 
 
Applicable 
Procurement Law 
Displays which 
Procurement Law this 
Solicitation is 
allocated (Statewide, 
Municipality, other 
eligible entities) 
 
Contract Renewals 
Provide information 
on renewal options 

 Issuer’s Tab 

This tabs shows 
Eligible Entities that 

are allowed to utilize 
this contract as well 
as Contact 
Information if you  

have  questions about 
using the contract. 

 
*note – Buyers 

should read the OSD 
Update before 
contacting the Issuer.  
Many times 
information is 
provided in the 
language of both the 
OSD Update (located 
on the Forms & 
Terms tab) and the 
RFR that may answer 
specific questions. 
When contacting the 
Issuer, remember to 
reference the 
Statewide Contract 
Number in your 
communication. 
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Forms & Terms Tab 

allows the buyer to 
see at a glance all 
the forms that may 
be required when 

purchasing from the 
contract. 

 
Action – Yes/No 
instructs whether or 
not an action is 
required for the 
document. 
 
Action Description 
– provides the buyer 
with a description of 
what action is 
needed. 
 
View – this Eyeglass 
icon allows you to 
view the document 
 
Select the 
documents and then 
select Download 
Selected Files to 

save the documents 
to another location. 

  
Open the document 

by selecting the 
Eyeglass Icon 
 
Select Open to View 
the document. 

 

Please note: On this screen you can view the PRF44 Request for Response (RFR) file, OSD 
Updates, IRS Form W-9, and Commonwealth Terms & Conditions. 
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 Vendor Tab 

Vendors are listed in 
order according to the 
programs they are 
participating in.  View 
the column headers 
for details on the 
Vendor. 
 
Programs – these 
icons will identify if 
the vendor attributes 
such as SBPP 
participants, SDP 
(formerly AMP), SDO 
certified, EPP plan 
and  Prompt Payment 
Discounts,  
 
Comments – provide 
an at a glance 
description of vendor 
details, areas of 
service, category of 
services, regions, or 
special instructions or 
restrictions 
 
Active – Yes/No 
indicates status for 
using the vendor 
 
Vendor Code – This 
is the MMARS 
Vendor Code that you 
will use to encumber 
within MMARS. 
Please note: 
Departments must 
encumber using 
Master Service 
Agreement Number:  
MAOSDPRF44Desig
natedOSC 
 
Select the Eyeglass 
Icon to view vendor 
information, RFR 
response, pricing 
structure, and/or 
other vendor specific 
details that are 
associated with the 
negotiated terms and 
conditions of the 
contract. 
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